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1. INTRODUCTION
This guide is intended to help prepare you for your upcoming H-24 Lieutenant examination. A general
description of the test is provided, along with sample test instructions and questions, so that you have a
general idea as to what to expect on the day of the test. 1 The Department of Human Resources Public Safety
Team (PST) has also included some suggestions, tips, and recommendations that have been known to help
past examination candidates here in San Francisco and elsewhere. Of course, the PST cannot guarantee that
following these suggestions and tips will automatically result in a high test score. Preparing for a test is
ultimately each candidate’s responsibility. In fact, many successful candidates often go well beyond what is
suggested in this guide to prepare.
Candidates are reminded that the examination process is ultimately governed by the job announcement and
official documents such as Civil Service Rules. Many of these regulations are available on the City’s websites,
www.sfdhr.org/ and www.sfgov.org/civilservice/.
If you have any questions after reading this Preparation Guide, please send them to
dhr-publicsafety@sfgov.org. Your email should be received no later than 5:00 PM Pacific time on November
4, 2017. Please include “H-24 candidate question” in the email’s subject line. Also note that, in order to be
fair, the PST will not answer one candidate’s question without sharing the answer to the question with
everyone. Therefore, the PST responses to relevant questions will be emailed to candidates and also posted
on the DHR website no later than 5:00 PM on November 17, 2017. For obvious reasons, we cannot answer
questions that might compromise the security or validity of the test.
It is important that PST has a current valid e-mail address to which to send all official notifications. If you
changed your e-mail address or name after filing your application, be sure to visit www.jobaps.com/sf and
select “Update My Contact Info”.
We wish you the best of luck as you prepare for and participate in the promotional process.

The PST reserves the right to make changes to this guide, if necessary. If modifications are required at a later date, the PST will
notify you of the revision(s) as soon as possible prior to the test.
1

3

2. OVERVIEW OF THE 2017 PROMOTIONAL PROCESS
The primary focus of this guide is to help you prepare for the first test component, the In-Basket Exercise (IBE),
and the second component, the Performance Exercise (PE) Role Play. In this guide, you will learn about the
IBE and PE test format and instructions, and tips that will help you to do your best on the day of the
assessment.
Read through the entire guide carefully. By learning the process through which your assessment is being
developed and conducted, as described within this study guide, you can better understand how to use the
remainder of your pre-assessment preparation period to prepare for this process.
2.1 The Promotional Examination Components
As indicated above, the H-24 Lieutenant promotional examination process will include two components: 1)
IBE; and 2) PE. The test component weights are as follows:
IBE = 64 %
PE = 36 %
Component 1: In-Basket Exercise
The first component is an In-Basket Exercise (IBE) that will be used to measure basic knowledge, skills, and
abilities (KSAs) necessary to assume first-line supervisor responsibilities. All H-24 candidates will be scheduled
to take the IBE the same day. It is tentatively scheduled for November 28, 2017.
Component 2: Performance Exercise (PE) Role Play
The second component of the process is a performance exercise (PE) role play. The PE is a method that is
often used in the public sector to determine which candidates possess the requisite KSAs necessary to
perform effectively for the position of interest. All H-24 candidates (as well as all H-22 candidates) will
complete the PE on the same day. The PE is tentatively scheduled for November 30, 2017.
Important: Candidates who qualify to take both the H-22 and H-24 examinations must choose whether to take
the H-22 PE or the H-24 PE. The exercises are similar in that both are designed to measure the same KSAs.
However, the stimulus material for the H-22 will be prevention-related, and the stimulus material for the H-24
will be investigation-related. This choice must be communicated via email to dhr-publicsafety@sfgov.org by
5:00 PM on November 4, 2017. Candidates scheduled for both examinations who do not indicate a choice by
5:00 PM on November 4, 2017, will be automatically assigned to a test form based on their current assignment
[H-4s will be assigned to H-22, and H-6s will be assigned to H-24].
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3. TEST DEVELOPMENT PROCESS
3.1 Job Analysis
Job analysis is the process of studying a job to determine the specific tasks that employees in that position
perform, as well as the competencies (i.e., KSAs) needed to perform those tasks. Results from job-analysis
studies often yield job descriptions and lists of KSAs and other attributes that may be required of individuals
who perform the job being studied. For the current H-24 Lieutenant promotional process, information
gathered from the most current job analysis completed in 2017 was used to identify the tasks, KSAs, and
behaviors that served as the foundation of the testing process.
3.1.1 Results
The following sections present tasks (organized by major duty area), knowledge areas, and ability areas that
were determined by the job analysis to be important to the H-24 Lieutenant position.
3.1.1(a) Task Statements
Supervises Subordinates
Directs field investigators orally and/or in writing to investigate new cases or to follow up on existing cases so
cases can be concluded.
Coordinate with various personnel such as firefighters, Bureau of Alcohol Tobacco and Firearms (BATF)
Agents, electrical inspectors at the scene to gather information that will aid in the investigation.
Directs investigators in the handling, documenting, and photographing of physical evidence so the evidence
will be properly documented and secured for civil or criminal hearings.
Gives direction to field investigators with regard to managing their paperwork.
Monitors actions and behaviors of subordinates to ensure that they are consistent with SFFD policy and
procedures.
Communicates with field investigators by email and/or general form report to stay informed of subordinates
work progress.
Responds to questions from field investigators regarding what actions should be taken in an investigation.
Talks to oncoming field unit regarding occurrences and investigations occurring during the previous tour, so
oncoming unit will be advised and can follow up if necessary.
Observes field investigators at the scene to ensure that all appropriate procedures for investigation, such as
securing the area, gathering evidence, questioning witnesses, etc., are completed.
Advises investigators about appropriate procedures and/or techniques, including where to look for physical
evidence, so that the origin and cause of fire can be determined and proof of the cause can be established.
Asks other agencies or persons, such as the BATF, building owners, etc., to respond to the incident so relevant
information or advice can be obtained from them.
Advises field investigators if and when to contact the Public Information Officer (PIO) or the Chief's office
because a newsworthy event has occurred.
Oversees the security of physical plant to ensure that only authorized access is allowed to the building,
records, and reports.
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Understands information provided orally by superiors, subordinates, and peers at emergency incidents.
Managerial Administrative Duties
Makes changes in work assignments or work partners to resolve problems, improve work performance or
efficiency, or for other administrative reasons.
Approves or denies requests by subordinates for time off, time coming, vacation, etc.
Notifies the assignment office regarding personnel who will be off duty to maintain an appropriate staffing
level.
Determines when field personnel are needed to work an extra watch to maintain an appropriate staffing level
in the field.
Determines available work force of the Bureau of Fire Investigation (BFI) by reviewing Human Resources
Management System (HRMS) requests, and receiving oral information about employee future attendance.
Reviews BFI members work load and/or work orders to determine the amount and priority of work that must
be completed.
Enforces policies regarding the use of computers and computerized information systems to ensure that
equipment and systems are used appropriately and for official business only.
Interviews candidates for temporary positions within the BFI to obtain information about candidates’
qualifications.
Explains new Department policies to subordinates to ensure that they understand them.
Attends officers’ meetings to present information to peers and superior officers.
Attends officers’ meetings to gather information from peers and superior officers in order to present the
information to subordinates.
Update subordinates on topics related to the Department or to fire investigations.
Relates information orally or in writing from superior officers to subordinates to ensure that Departmental
and related functions are carried out as directed.
Evaluates and Counsels Subordinates
Evaluates employees’ work performance for the purpose of completing performance appraisals by reviewing
written reports and other documents submitted by employees and observing employees’ work performance.
Discusses work performance and behavior issues individually with subordinates in an attempt to resolve them
in an informal manner.
Discusses individually with subordinates issues that are causing conflicts between them in order to resolve the
conflicts.
Takes corrective action to resolve conflicts between subordinates.
Demonstrates to subordinates how work tasks should be done.
Shares his or her work experience with subordinates and peers.
Helps subordinates overcome difficulties or deficiencies with regard to their work.
Counsels subordinates regarding work-related problems and/or non-work-related issues to help resolve
problems that impede work performance.
Recommends employees seek help for personal problems through the Employee Assistance Program (EAP)
and/or Stress Unit.
Investigates and documents allegations against subordinates, as directed by superior officer, by collecting and
examining physical evidence and interviewing witnesses, complainants, and investigators.
Carries out specific steps in the employee disciplinary processes according to procedures set forth in the SFFD
Rules & Regulations and Policies & Procedures.
Conducts Training and Facilitates Professional Development
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Trains newly-appointed and assigned H-6 Fire Investigators in fire investigation techniques, SFFD investigation
procedures, and fire investigation report writing.
Trains investigators to operate computers, video cameras, etc., to maintain and improve investigators’ skills.
Trains Department personnel, including newly-appointed suppression officers and probationary firefighters,
in fire investigation to minimize damage to evidence during suppression operations, and so that Department
personnel can aid in the determination of the cause of fires.
Asks subordinates questions during training to ensure that they understand.
Confirms members qualify at the firing range to maintain their weapon skills.
Assists investigators in receiving job-related training or skill-maintenance programs such as shooting range,
report writing, photographing evidence, new equipment use, and investigative techniques to improve
investigators’ work performance.
Attends conferences and seminars for professional development.
Record-Keeping and Document Review
Acts as a Custodian of Records, establishes and maintains filing systems for safe storage and efficient retrieval
of Department documents.
Determines which SFFD records may be made available to the public based on the nature of the incident,
precedence, professional judgment, and established policies and practices.
Questions individuals who are requesting SFFD records to determine what the individuals are requesting.
Enforces City policy to allow public access to incident reports.
Denies public access to records of incendiary or suspicious fires so that investigations of fires are not
hampered or compromised.
Keeps records of all SFFD employees and SFFD documents that are subpoenaed and the amount of fees
collected for subpoenaed documents.
Compiles or supervises compilation of documents that are requested or subpoenaed by attorneys or other
parties.
Monitors SFFD procedures for distribution of copies of Department records to the public, proper applications
for copies of documents, collecting fees for documents, and issuing receipts for fees paid.
Confirms proper recording of time roll documents.
Reviews and prioritizes contents of in-basket to ensure that all work is completed by specified or reasonable
deadlines.
Reviews SFFD BFI forms for completeness, accuracy, and compliance with Department policies and
procedures.
Reviews written reports from investigators on cases to provide updates to superior officers.
Reviews field journal entries to ensure that they are consistent with reports that have been filed by
investigators.
Returns unacceptable or incomplete written documents to the appropriate subordinate for revision and/or
completion.
Signs approved reports so that they can be filed.
Report Writing and Correspondence
Writes letters in response to inquiries and complaints.
Writes reports that summarize or provide analysis of compiled data or information for review by superior
officers.
Prepares written guidelines for office policies and procedures, such as the correct procedure for filing incident
reports, use of computer information systems, use of paid leave, etc.
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Writes reports to inform subordinates about disciplinary actions against them, or to document agreements
reached in counseling or disciplinary meetings.
Writes outlines and/or proposals of specific steps that must be taken to implement special operations and/or
surveillance activities.
Writes performance appraisal reports to document work performance.
Drafts updates to training manuals to reflect changes in technology, arson investigation procedures, and
related laws.
Drafts letters for superior officer's signature, as directed.
Edits narrative reports and other documents written by investigators for accuracy, completeness, spelling and
proper grammar.
Checks e-mails for important information.
Respond to e-mails from investigators.
Provides information regarding fire incidents for use by the Public Information Officer (PIO).
Completes fire investigation reports to document required information about incidents.
Completes departmental forms for ordering, using, servicing, and/or repairing equipment, supplies, and
facilities.
Completes accident, injury and related reports (e.g., 3807, Supervisor's Accident Investigation Report (SAIR),
5020, DWC 1, general forms, witness statements, etc.) to comply with City and State regulations governing
employees who are injured on the job.
Completes Department payroll for employees within the unit.
Documents staff meetings in written memoranda.
Performs Community Relations
Consults with police and superior officers to decide what, if any, information about an incident will be
released to the media.
Informs superior officers and/or PIO of specific details surrounding fire deaths or other situations that are
likely to arouse media or public attention so that they will be able to respond to inquiries.
Responds to phone calls from the district attorney’s office to provide information regarding a case.
Responds to phone calls from insurance companies regarding the disposition of a case.
Assists persons to the periphery of a scene without upsetting them.
Talks with distraught or upset citizens to calm them, resolve their problem(s), or otherwise obtain help for
them.
Refers citizens to appropriate authority so they can obtain needed information or services.
At direction of the Incident Commander, assists citizens with the recovery of personal belongings from the fire
scene by verifying the identity of the citizen, judging the appropriateness of the request, locating the
belongings in question, and assessing safety factors involved in retrieving the belongings.
Secures personal belongings found in the fire building until they can be documented and turned over to the
police or the owner.
Conducts and Assists with Fire Investigations
Responds, when necessary, to assist field investigators at an incident in determining the origin and cause of a
fire.
Discusses status of an investigation with H-6 Investigators to get a preliminary report on the status of the
investigation.
Reports to the Incident Commander to inform him/her of the progress of the investigation or to request
assistance from suppression personnel.
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Speaks with Incident Commander at the fire scene to ensure that suppression and overhaul operations are
carried out in a manner that will result in the least amount of damage to the scene.
Speaks with firefighters to get their impressions of how the fire started and/or how the fire progressed in
order to obtain information about the point of origin and cause of the fire.
Interviews persons to get information and history on a building that may lead to determining the origin and
cause of a fire.
Interviews witnesses and/or suspects to gather information about the origin and cause of a fire.
Reconstructs fire scene with citizens who have knowledge of the building in order to determine the origin and
cause of the fire.
Visually examines and analyzes indicators, such as the lowest and deepest burning or charring, v-patterns,
and smoke demarcation lines, in order to determine the origin and cause of a fire.
Coordinates investigation efforts with other investigative and law enforcement agencies in order to
determine the cause of a fire or to apprehend and/or file charges against the person(s) responsible for the
fire.
Monitors information from police interrogations and interviews of suspects and witnesses to obtain
information that can be used in the investigation.
Gathers evidence through interviews, observations, and documents to make conclusions about the origin and
cause of a fire.
Researches fire-related criminal activity by use of information from other government agencies such as the
Federal Bureau of Investigation (FBI), Department of Motor Vehicles (DMV), DOJ, BATF, etc. to compile and
analyze relevant information/data about arson and arson patterns.
Analyzes information/data from research and other sources to find patterns in fires, victims, witnesses,
suspects, and other persons or circumstances so the information can be used in solving arson crimes.
Releases information, orally and in writing, about incidents to field investigators to aid in their investigations.
Initiates investigations based on discovered patterns in arson incidents or other information in order to
apprehend arsonists and/or other person(s) responsible for a fire.
Obtains oral and written updates from Fire Department and Police Department investigators and others
about the progress of investigations in order to provide verbal and/or written reports to superior officers, the
Chief, the District Attorney, the media, and others.
Assists police assigned to the Arson Unit by assigning resources, providing SFFD personnel, and conducting
research to aid in solving arson cases.
Provides investigators’ fire reports, written statements from SFFD personnel, and other information and
documents to police and district attorney to assist with the apprehension and prosecution of suspects.
Informs superior officer and suppression members of pattern of arson fires.
Reports fire safety code violations found during investigations to the BFP so that BFP can ensure that
hazardous conditions in buildings are abated.
Secures and Documents Physical Evidence
Maintains custody of physical evidence for proper storage.
Maintains custody of documents of physical evidence and/or photos for secure filing.
Enforces proper documentation of physical evidence by examining physical evidence and reviewing Evidence
Form for accuracy.
Documents chain of custody to prove that integrity of evidence has not been compromised.
Ensures proper storage of physical evidence in secure quarters in order to maintain legal integrity of evidence.
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Maintains legal record of person(s) handling or receiving evidence.
Assists in Civil or Criminal Cases
Reviews case files and reports in preparation for testifying in a case.
Discusses with investigators reports that they prepared about which he or she will have to testify.
Attends meetings with attorneys in preparation for testifying in cases.
Gives testimony at deposition regarding actions he/she took concerning an incident.
Testifies in court regarding incidents that he/she investigated, the record of evidence obtained from the
incident, and the authenticity of Department documents.
Informs attorneys of proper channels and necessary documents for subpoenaing Department personnel or
records.
Approves or denies requests from attorneys for information by determining the appropriateness of the
request relative to the information requested.
Provides the District Attorney with requested information about buildings, suspects, and other information
related to incidents.
Serves as liaison to and/or coordinator between the SFFD and other investigative, law enforcement and
prosecutorial agencies such as SFPD, District Attorney, BATF, private investigators, etc. to exchange
information about arson investigations, specific cases, or other related topics.
3.1.1(b) Knowledge Statements
Knowledge of Codes and Laws
Knowledge of the material contained in the San Francisco Fire Code.
Knowledge of the material contained in Penal Code 832.
Knowledge of the material contained in the Evidence Code of California.
Knowledge of codes and laws dealing with search and seizure rights and the use of force during an
investigation.
Knowledge of the building codes with regard to the types of construction of buildings and the occupancies
associated with various types of buildings.
Knowledge of fire and building codes regarding the functions of life safety systems.
Knowledge of fire and building codes in relation to fire-alarm systems.
Knowledge of the material contained in the Uniform Building Code
Knowledge of the material contained in the State Amendments to the Uniform Building Code.
Knowledge of the material contained in the San Francisco Building Code.
Knowledge of the material contained in the San Francisco Housing Code
Knowledge of Department General Orders, Manuals, Guides and References
Knowledge of SFFD policies, general orders, manuals, and documents that contain information pertinent to
investigation and determining the origin and cause of the fire.
Knowledge of the material contained in the National Fire Prevention Association (NFPA) 921 guide.
Knowledge of professional publications such as the Kirks Fire Investigation reference book that contain
information regarding current principles and practices of fire investigation.
Knowledge of SFFD Hazardous Materials Operating Guide.
Knowledge of the SFFD Fire Investigation Operations Guide regarding detection and investigation of criminal
acts.
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Knowledge of the SFFD High Rise Manual regarding the impact suppression operations will have on
conducting a fire investigation in a high-rise building.
Knowledge of the SFFD Transit Manual regarding the impact suppression operations will have on conducting
a fire investigation in BART or MUNI facilities.
Knowledge of SFFD Ventilation Manual regarding behavior, spread, and characteristics of fire, and how
ventilation procedures affect the spread of fire.
Knowledge of SFFD Building Construction Manual to determine how the building's construction may
influence the fire.
Knowledge of the SFFD Hose and Hose Appliances Manual regarding types of sprinkler systems and how they
affect the spread of fire.
Knowledge of Supervision and Management
Knowledge of the SFFD Performance Appraisal System and the Managing Employee Performance Manual and
Procedures Guidebook.
Knowledge of the capabilities of subordinates.
Knowledge of where to refer personnel for personal or work-related problems.
Knowledge of SFFD rules and regulations, and policies and procedures regarding personnel issues such as
tardiness, absenteeism, failure to report, personal appearance, uniforms, protective clothing, overtime,
holidays, disability leave, and accrual and use of vacation, comp time, and sick leave.
Knowledge of Civil Service Commission Rules regarding personnel issues.
Knowledge of the Injury and Illness Prevention Program manual as it relates to employees in the Bureau of
Fire Investigation (BFI).
Knowledge of the Reference Booklet of Sample Reports that relate to the accurate completion of reports.
Knowledge of how and when National Fire Incident Reporting System (NFIRS) and SFFD Fire Investigation
Report Forms 1 and 2 must be completed.
Knowledge of SFFD staffing policy regarding the appropriate level of staffing of investigative units.
Knowledge of SFFD rules, regulations, and procedures related to preventing and reporting incidents of
gender/race harassment.
Knowledge of Department policies and procedures for training and instruction during drills.
Knowledge of training resources available for employees in the BFI.
Knowledge of training programs available for employees in the BFI.
Knowledge of BFI staff and their functions.
Knowledge of the SFFD organizational structure in relation to how information must travel through the chain
of command and whom to contact in routine or emergency situations.
Knowledge of SFFD policies in relation to answering questions from the public.
Knowledge of SFFD organization in order to provide information to those outside the Department.
Knowledge of activities for which SFFD fire permits are required.
Knowledge of other City agencies to which to refer questions from the public.
Knowledge of communications systems, equipment, and procedures used by other agencies that will affect
how the BFI communicates with them.
Knowledge of SFFD, San Francisco Police Department (SFPD), and City policies regarding which SFFD
documents can or cannot be released to the public.
Knowledge of the procedures relating to collecting fees for SFFD documents that are released to the public.
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Knowledge of the procedures for receiving subpoenas, collecting fees for subpoenas, and serving subpoenas
within the SFFD.
Knowledge of the procedures to be followed when an investigator finds building or fire code violations in a
building during the course of an investigation.
Knowledge of Investigation Techniques
Knowledge of fire investigation procedures used by the SFFD.
Knowledge of common violations that are likely to exist in buildings.
Knowledge of principles of fire investigation such as starting the investigation outside of the building and
working inward toward the point of origin.
Knowledge of response procedures for field investigators.
Knowledge of outside agencies, such as the SFPD and the Bureau of Alcohol, Tobacco, and Firearms (BATF)
that can provide services to aid in an investigation.
Knowledge of the type of information obtained in an investigation that should be turned over to other law
enforcement agencies, such as the SFPD, the BATF and Federal Bureau of Investigation (FBI).
Knowledge of SFPD procedures for securing the area of a crime scene.
Knowledge of the types of questions to ask to gather information about the origin and cause of a fire.
Knowledge of the laws which protect suspects constitutional rights, such as Miranda Rights, who are being
questioned.
Knowledge of SFFD weapons procedures and policies.
Knowledge of safe firearm practices.
Knowledge of the type of physical evidence that should be collected in order to document the cause of fire.
Knowledge of how physical evidence of a fire must be collected and documented for legal purposes.
Knowledge of the process for maintaining custody and security of physical evidence.
Knowledge of sizes and types of ladders to use during investigations.
Knowledge of how to access computerized information systems for investigating fires.
Knowledge of computerized information systems, such as the Department of Justice system, that can provide
information related to investigations.
Knowledge of sources of information related to investigations, such as the Assessor's Office, the Department
of Motor Vehicles, and the FBI.
Knowledge of basic fire chemistry such as how different types of materials burn and the affects of
accelerants.
Knowledge of the fire ignition sequence, such as the events that bring oxygen, heat, and fuel together to start
a fire.
Knowledge of how smoke and heat travel in buildings.
Knowledge of arson techniques, devices, traps, trailers, electrical timing devices, etc., that would suggest the
cause of the fire.
Knowledge of explosives and explosive devices in relation to cause, rate, and spread of fire.
Knowledge of various methods of tampering with or bypassing meters and distribution panels (gas and
electric) in relation to determining the origin and cause of fires.
Knowledge of electrical and other fire hazards such as frayed wires, overloaded circuits, etc., that would
indicate the cause of fire.
Knowledge of arson motives such as revenge or spite.
Knowledge of how ventilation and overhaul procedures can cause damage to physical evidence.
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Knowledge of building construction as it relates to plumbing, electricity, and gas service, in order to assess
their roles in the cause and/or spread of the fire.
Knowledge of Emergency Response
Knowledge of City streets and the best route to the fire scene.
Knowledge of maps and Thomas Guides to the City.
Knowledge of traffic patterns at various times of day.
Knowledge of traffic laws pertaining to emergency response.
Knowledge of Department policies regarding vehicle operation in emergency response.
Knowledge of the SFFD radio procedures.
Knowledge of the agencies having enforcement and investigative jurisdiction for the Port of San Francisco
and the San Francisco International Airport for notifying those agencies in response to fires on their
properties.
Knowledge of the agencies having enforcement and investigative jurisdiction for State and Federal properties
for notifying those agencies to response to fires on their properties.
Knowledge of SFFD first aid resources that will respond to a fire scene.
Knowledge of the uses, limitations, capabilities, and operating characteristics of tools and equipment used in
fire investigation for the purpose of using them properly.
Knowledge of procedures, practices, and policies for inspection and maintenance of investigative tools and
equipment.
Knowledge of shut-off procedures for electrical, gas, and water utilities.
Knowledge of hazardous materials and their implications for firefighting situations.
Knowledge of how hazardous materials can cause or affect the spread of fire.
Knowledge of fire suppression techniques in relation to how those techniques affect the progression of fire.
3.1.1(c) Ability Statements
Determining Origin and Cause of Fire
Ability to apply general principles of fire investigation.
Ability to relate characteristics of fire to type of occupancy and location in the building for indication of cause
and origin.
Ability to recognize that something unusual has taken place or that something unusual is on site that would
suggest the cause of the fire.
Ability to recognize indicators of the origin or cause of fire, such as gas cans and overloaded electrical
outlets.
Ability to preserve a potential piece of evidence for determining the cause of fire.
Ability to relate first observations, such as conditions at outset of fire, to later conclusions about the origin
and cause of fire.
Ability to visualize the spread of fire based upon understanding of construction of the building and the
characteristics of its contents to help determine origin and cause.
Ability to recognize odors in identifying indicators, such as accelerants.
Ability to assess fire characteristics such as color of smoke (during daylight), volume of smoke, pressure of
smoke, amount of flame production, amount of smoke production, and the spread of the fire in order to
determine the origin and cause of the fire.
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Ability to recognize physical evidence of the cause and origin of fires.
Ability to integrate information gathered from information such as color and rate of fire, smoke color and
type, and oral statements from witnesses and firefighters.
Ability to assess multiple indicators to reach a conclusion regarding the origin and cause of fire
Ability to distinguish between what is said by witnesses and what is found on scene.
Ability to recognize unusual, suspicious, or irrational behavior on the part of occupants, witnesses, and
bystanders.
Ability to assess and evaluate the risk involved in investigations at the time of the fire.
Analyzing Information
Ability to select, organize, and present pertinent information in a logical order.
Ability to interpret complicated technical and/or legal text for the purpose of providing written and/or oral
explanations and summaries to superiors and subordinates.
Ability to read and interpret written messages and dispatches, material in manuals, and other written
documents and correspondence.
Ability to comprehend and learn from SFFD manuals and other publications.
Ability to extract information from manuals and to apply it to maintenance, training, and fire investigation
activities.
Ability to understand implications of technical information being presented by non-firefighting personnel
such as engineers or building inspectors.
Ability to follow instructions to complete forms, supply orders, and reports in a timely, concise, and accurate
manner.
Ability to collect and combine information from various sources for the purpose of providing summaries or
interpretations, drawing conclusions, recommending actions, based on SFFD policies and procedures.
Ability to draw logical conclusions and make recommendations based on a body of information.
Ability to recall and record events accurately for making journal entries, preparing investigative reports,
documenting personnel actions, and completing other Department reports and forms.
Ability to recognize code violations that have to be referred to the Bureau of Fire Prevention (BFP).
Ability to develop written operational plans or a set of procedures for addressing common work situations or
special conditions.
Ability to provide constructive criticism and direction to subordinates in relation to improving their reportwriting skills.
Oral Communication
Ability to understand verbal communications from others.
Ability to communicate verbally with people from a wide variety of backgrounds.
Ability to understand information presented orally by excited or upset witnesses, victims, suspects, and
others.
Ability to understand information presented orally regarding the progress of operations at a fire scene and
understanding information about overhaul and/or investigation activities.
Ability to verbally communicate information about a fire or fire investigation to Department personnel.
Ability to effectively communicate his or her understanding of information provided orally by superiors,
subordinates, peers, and citizens.
Ability to speak clearly and concisely at all times, but particularly when under pressure.
14

Ability to transmit messages clearly, concisely, and according to proper procedure using equipment such as
radio or telephone.
Ability to explain technical information to others.
Ability to verbally explain information and procedures in manuals and books to subordinates or to others.
Ability to give clear oral explanations of policies and/or procedures before groups.
Ability to verbally explain or present arguments in support of actions, conclusions, or recommendations for
the purpose of gaining agreement, acceptance and cooperation.
Ability to present facts, information, and evidence in court and during depositions to support the conclusions
of the BFI.
Ability to question suspects, witnesses, victims, and others in a tactful way to get complete and accurate
information.
Ability to relay information that can be understood by those in distress.
Ability to communicate appropriately with distraught persons at emergency incidents and to calm them.
Ability to interact with the public in explaining how to get a report or why a report request was denied.
Written Communication
Ability to write accurate descriptive narratives.
Ability to write a report or letter that describes in concise and objective terms what was learned during an
investigation.
Ability to write a report or letter that presents information in a logical and clear manner, and that provides
reasons for recommendations.
Ability to maintain a daily journal in a legible, concise, and chronological manner.
Ability to write technical reports, policies, procedures, and opinions with proper spelling and grammar.
Ability to determine whether reports have been completed correctly.
Performance Management
Ability to assess capabilities of subordinates and assign them appropriately.
Ability to compare the work performance of investigators to legal requirements and basic principles of fire
investigation.
Ability to distinguish differences in performance levels of employees.
Ability to recognize declines in performance and assess if subordinate is having difficulties that require help
or referral.
Ability to question individuals who are having difficulties to determine why problems are occurring.
Ability to recognize when personal problems may be interfering with job performance.
Ability to sense cues that indicate that potential personnel problems may arise.
Ability to provide constructive feedback to subordinate so that subordinate is willing to improve.
Ability to determine when informal counseling in needed or when formal discipline is necessary.
Ability to provide subordinate with precise and objective information, orally or in writing, about the
subordinate's work performance or behavior so that subordinate clearly understands what he or she must
do to improve.
Ability to recognize individual differences in personnel in order to get maximum effort and productivity from
personnel.
Ability to judge subordinates on the basis of their performance.
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Ability to communicate effectively with superiors, subordinates, and peers from different cultures and
backgrounds.
Ability to resolve disputes among subordinates, and between self and subordinate.
Ability to recognize infractions by subordinates that are violations of rules and regulations, policies and
procedures.
Ability to solve conflicts between subordinates.
Resource Management
Ability to plan several schedules that do not conflict with one another and that are all accomplished within
the time constraints.
Ability to adjust schedules and coordinate them with the activities of other units.
Ability to monitor location of investigators, their activities, what support they need, and to direct them
accordingly.
Ability to keep others informed of developments that affect them.
Ability to determine which equipment should be used in fire investigation activities.
Ability to coordinate activities with personnel from other government agencies such as SFPD, BATF, and FBI.
Ability to utilize a computer when producing reports.
Ability to recognize differences in personnel, resources, and equipment, and to assign and allocate them
according to the requirements of the situation.
Ability to overcome obstacles when they occur while carrying out an assignment.
Ability to take initiative in making decisions in the absence of a superior officer.
Ability to make decisions when under pressure.
Ability to stay calm in stressful situations.
Policy Making
Ability to develop office policy that fosters and encourages a team concept.
Ability to write policies which deal with both present and anticipated issues.
Ability to consistently apply policies in a fair manner
Ability to see the need to adapt a policy in response to changes in personnel, equipment, and/or resources.
Training Coordination
Ability to control and direct a training session.
Ability to demonstrate procedures in training for fire investigation.
Ability to evaluate and critique subordinate performance in a training exercise.
Ability to assess capabilities and recognize training needs from observation of on-the-job performance and
performance in training and drills.
Ability to analyze and interpret information from a fire scene for instructional purposes.
Ability to demonstrate vehicle and equipment maintenance procedures according to SFFD policies and
procedures
Ability to support subordinates and peers during training.
Physical Ability
Ability to work on ladder while using equipment to conduct fire investigation.
Ability to work at heights, on roofs and on sides of buildings.
Ability to perform investigating activities while Personal Protective Equipment (PPE) and using small
equipment.
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Ability to apply muscular force to lift, push, pull, drag, carry, or lower objects, materials, and equipment.
Ability to withstand overall body fatigue and exhaustion while physically working for periods of time in
uncomfortable environmental conditions.
Ability to perform coordinated, steady, and precise actions involving wrists, hands, and/or fingers to collect
small or fragile pieces of evidence.
Ability to effectively operate hand-held tools and equipment such as cameras, shovels, pitchforks, axes, etc.,
which are used in fire investigation activities.
Ability to safely operate and maintain authorized weapons.
Interpersonal Relations
Ability to work as part of a team and carry one's workload.
Ability to get along with others in shared work areas.
Ability to control personal feelings and to demonstrate respect to others involved in Fire Department
activities.
Ability to carry out activities in a manner that serves as a model for other personnel.
Ability to maintain one's personal skill levels in order to participate and contribute meaningfully to team
activities in fire investigation situations.
Ability to support subordinates and peers at the scene of emergency incidents.
Ability to prioritize and determine which issues need to be addressed immediately and which can be
deferred.
3.1.2 How does this help you?
As mentioned above, job analysis information is used to support the development of assessments used in the
selection process. That is, the development of the actual assessments is intended to approximate behaviors
that H-24 Lieutenants currently perform. Therefore, to help better prepare the upcoming test components,
you may want to first review and familiarize yourself with the job tasks, knowledge areas, and abilities
identified in the above sections.
For example, you may want to carefully read through the tasks associated with the various duty areas and
then assess your personal level of comfort and understanding of the behaviors that would be required of you
if you were to perform those job duties. Such a review may help you to identify those job tasks for which you
may need further preparation. Similarly, review the knowledge, and abilities to identify areas where you may
wish to improve. [See 4.9 Suggested Reference List for possible source material associated with relevant
knowledge areas.] Then, create a study checklist of the subjects or topics that you feel you should learn or
“brush-up” on. Mapping out a schedule or plan as to when you can review each of these areas prior to the
exam can be reassuring to you, as you will have given some thought to how to best maximize your time to
study subjects for which you might most benefit in mastering. Some subjects may just require your quick
review and other subjects may require that you devote more time to learn. Your studying schedule should
take these differences into account. As you approach the test date, check off the subjects that you had
originally identified in your personal checklist of subjects to review.
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3.2 Test Content Development and Review
Although the content of a test may not be known in advance, how tests are created should not be altogether
mysterious. Test content is derived from the job’s major or important work areas. These work areas are often
conceptualized from the task groups that are created in association with the job analysis questionnaire.
In the development of test components, the PST works closely with subject matter experts (SMEs) at the rank
of Captain or higher to identify scenarios and other work behaviors that can be simulated in the assessment.
PST and the SMEs work collaboratively to refine the scenarios, add information, remove information, and
otherwise make the scenarios appropriate for use in the assessment. With complete and accurate scenario
information for each test item, PST and SMEs, then work again collaboratively to identify the response options
(e.g., “positive courses of action” to be taken) for each test item.

4. YOUR TEST COMPONENTS
Take time to familiarize yourself with the information presented below regarding the In-Basket Exercise (IBE)
and the Performance Exercise (PE) Role Play.
4.1 Overview of the In-Basket Exercise
The IBE consists of two parts: Part 1 Document Processing, and Part 2 Report Review.
In Part 1 you will be presented with a number of items typically found in an in-basket. Your task will be to:
o review the items
o determine what steps you would take to handle them
o determine who will do the work. [Will you do it yourself, delegate it to someone else, etc.?]
o indicate the level of priority that you would give to each item [e.g., would you do it within the
hour, sometime later during the day, etc.].
In the examination, candidates will be asked to assume the role of an H-24 Lieutenant, “Chris Candidate.”
Chris Candidate will have a variety of different items in his/her “in-basket” (e.g., letters, reports, memoranda,
etc.). Candidates will be given a fixed amount of time to review and analyze these in-basket items, and to
make notes regarding how they would handle or respond to the items, etc. When this allotted time expires
(or if a candidate has finished early and is ready to move on), they will be escorted to another room at the test
center where they will be asked to verbally respond to the in-basket items. Their verbal responses will be
audio-recorded by a camera. However, the camera will not be recording anything visual. In other words, the
raters who assess your performance will only be hearing your verbal responses. Since the raters will not be
watching you as you deliver your responses, please feel free to dress casually and comfortably for this
particular test component. Also, please note that the raters will not see your notes or any of your documents
during their assessment of your performance during this exercise.
You will be allotted four (4) hours to review the materials and formulate your response. You will be allotted
thirty (30) minutes to record your response to the exercise. You are not required to use all of the time allotted.
If you finish early with the review, alert a proctor that you are ready to record your response. If you finish your
response before the 30 minutes expires, simply say “I have finished my response,” and then open the door to
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your test room to notify the proctor that you are finished. Remain in the room until the proctor arrives and
provides further instruction.
4.2 Sample Test Instructions and Test Items for Part 1: Document Processing
Candidates will be given an envelope when the In-basket Part 1 exercise begins that includes their actual test
material and specific test instructions. The instructions in that envelope will be similar to the sample
instructions presented below. It is recommended that you become familiar with these instructions so that you
have a general idea as to what to expect during the test.
PART 1: Document Processing
Sample Candidate Instructions
Test Materials
It is recommended that before you begin your review, you should verify that you have all the materials
specified in the “List of Contents” contained in your test envelope. If at any time you believe that you are
missing test materials, or if you require additional notepaper and/or writing instruments, raise your hand and a
proctor will assist you.
To take the test, you will do the following:







Review and analyze the documents.
Determine the steps that would be taken to handle any issues that you identify. [Note that some issues
may simply be a matter of processing the task at hand, while others may require analysis to identify the
issue.]
Determine who would handle the item/issue. If the situation calls for sending/directing an item/issue to
a subordinate and/or superior, state to whom and why.
Determine the priority that you would assign to the item/issue.
Make notes to formulate your responses which you will be asked to present verbally in front of a video
camera.
Present your answers aloud to a video camera.

Your answers should be presented verbally in the following format:
1. Indicate the item that you are addressing by reading out loud the item number from the upper righthand corner of the document.
2. State the steps that would be taken to handle the item/issue.
3. State who would be involved in handling the item/issue.
4. State only one level of importance that you would assign to the item that you are addressing.
a. Requiring action within the hour (Immediate Attention)
b. To be addressed this morning (High Priority)
c. To be addressed by the end of the day (Medium Priority)
d. To be addressed in 5 working days (Low Priority)

19

Sample Background Information
You must go through all of the documents in your in-basket and make sure that all of the issues and problems
presented are addressed in a timely manner. As you work, remember the following:










You are to assume the role of H-24 Lieutenant Chris Candidate.
Assume that you are in the office at 0800 on Tuesday, November 28, 2017.
For the purposes of the exam, the end of the pay period is Friday, December 1, 2017.
You are the only supervisor at the Bureau of Fire Investigation.
The Fire Marshal is at Headquarters.
Your time roll review is for Bureau of Fire Investigation members only.
The BFI journal includes the on-duty Investigators and the SFPD Inspector on-call.
The H-24 Lieutenants’ and the H-32 Captains’ schedules are not recorded in the journal pages.
A minimum of two investigators are required to be working at a time.

The following are three samples of In-Basket Items:
Sample Phone Message

Item #1

While you were out
Name

DA Green

Time

1300 hrs.

Date

11/28/2017

Respond By

Wednesday, November 29, 2017

Phone

415-554-1234

E-mail

DAGreen@sfgov.org

Message
Change to previous subpoena for Investigator Sleuth court appearance needed December 1, 2017 at 3:00 PM,
850 Bryant St. Courtroom 15

20

Sample Trade Agreement
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Item #2

Sample Journal Entry
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Reference

4.3 Sample Answers to Sample Document Processing Items
Note: The sample answers are limited in scope as they are only intended to give you an idea as to how you
should respond (i.e., not to teach you necessarily what the right answers are).
Item #1: Phone message from D.A. Green




How would you handle this item and/or situation?
o Confirm that Investigator Sleuth is available (Investigator On duty until noon)
o If Investigator Sleuth is available, contact D.A. to confirm and then have Investigator Sleuth
speak directly to D.A. Green to coordinate and discuss court appearance.
o If Investigator Sleuth is not available, contact D.A. Green and coordinate conference phone call
with Investigator Sleuth, D.A. Green and me (Lt. Candidate) to discuss when Investigator Sleuth
will be available so as to not impact the criminal case.
Importance Level: Immediate Attention

Item #2: Request for shift trade


How would you handle this item and/or situation?



I would:
o Confirm date requested is the investigator’s assigned shift
o Review form for completeness, and sign on “approving officer signature line”
o Enter in HRMS
o Make copies and place in each member’s mailbox
o File originals
Importance Level: Medium Priority or by end of day

4.4 Part 2: Report Review
For this separate test component candidates will be asked to review SFFD Fire Reports for accuracy and
completeness. You will also be asked to identify any issues that come to your attention that may require
handling.
4.5 Sample Instructions and Items for Part 2 Report Review
Below are the sample instructions and items for the Report Review. Again, this is intended to show candidates
the basic format of the Report Review exercise.
PART 2: REPORT REVIEW
Sample Candidate Instructions
Examination Materials
In addition to these instructions, your material should include two SFFD Fire Investigation Reports packets, and
notepaper. It is your responsibility to verify that you have all the materials. If at any time you believe that you
are missing exam materials, or if you require additional notepaper and/or writing instruments, raise your hand
and a proctor will assist you.
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You will do the following:
 Carefully review the SFFD Investigation Report packets for accuracy and completeness.
 Determine how you would handle any issues that you identify. [Note that some issues may simply be a
matter of processing the task at hand, while others may require analysis to identify the issue.]
 Make notes to formulate your responses that will be presented orally in front of a video camera.
 Present your answers aloud to a video camera.
Your answers should be presented in the following format:
1. Indicate the item you are addressing by reading out loud the SFFD Investigation Report number.
2. State all of the errors, omissions and inconsistencies that you identify.
3. State what actions, if any, that you would take.
4. State if the conclusion in Section 5 in the Fire Investigation Report Form 2 is accurate based on the
information provided. If the conclusion is not accurate, indicate why it is not accurate.
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Sample Fire Investigation Packet: Form 1
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Sample Fire Investigation Packet: Form 2
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Sample Fire Investigation Packet: Photo Log

SAN FRANCISCO FIRE DEPARTMENT

BUREAU OF FIRE
INVESTIGATION
1415 EVANS AVENUE
SAN FRANCISCO, CA
94124
(415) 920 - 2933

PHOTO LOG
SFFD INCIDENT NUMBER

INCIDENT LOCATION

DATE

TIME

17-016602

2200 Union Street

11/26/17

1231

LETTER

NUMBER

1-2

Exterior of building – Union Street

3

Front door

4

Closet area facing South - Bedroom

5

S/W Bedroom

6-7-8

East wall of bedroom

9-10

Power strip inside closet

11-12

Ceiling joist with bare wires

13

Closet area power strip & cabinet

14

Circuit panel inside laundry room

15-16

PHOTOGRAPHER
DATE

DESCRIPTION

Baseboard area inside closet

17

Computer wires from closet area into living room

18

Junction box with no cover above bedroom door

19

Civil evidence left in bathroom

INVESTIGATOR/S

SIGNATURE

Sleuth /Martin

Sleuth

DATE:

11/26/17

BFI PHOTO LOG

STAR#

12
Revised 8/2000

29

SFPD CASE
NUMBER

Sample Fire Investigation Packet: NFIRS Incident Report
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4.6 Sample Answers to Sample Report Review Items
*Important: Please note that the sample responses presented below are not intended to represent all
possible responses to the sample documents.
SFFD Incident #17-016602





State all of the errors, omissions, and inconsistencies that you identify:
o First names of W1 (Cheryl vs. Camille) and R1 (Paul vs. Peter) are not consistent with Form 1
and Form 2.
o NFIRS contents value [$100,000] not consistent with the Form 1 and Form 2 values [$150,000].
o NFIRS civilian injury [0] not consistent with the Form 1 and Form 2 information [1].
o Form 1 “under investigation” not consistent with Form 2 [accidental] or NFIRS [unintentional].
o Secondary investigator did not initial bottom of Form 1.
What actions, if any, would you take:
o I would send the report back to the investigator for correction.
o I would coach the investigator about the importance of accuracy in reports.
State if the conclusion in Section 5 in the Fire Investigation Report Form 2 is accurate based on the
information provided. If the conclusion is not accurate, indicate why it is not accurate:
o The conclusion is accurate based on the information provided, but the discrepancies cited above
must be resolved.

4.7 Overview of the Performance Exercise (PE)?
The PE is a job simulation designed to measure specific job-related knowledge and abilities required when
dealing with the public and with subordinates. The PE will consist of a complaint from a citizen, a role play
with a “subordinate,” and a writing exercise. For purposes of the exercise, you again will assume the role of
H-24 Lieutenant Chris Candidate.
The first scenario of the PE will be a citizen’s complaint regarding the behavior of an investigator. The second
scenario will be a meeting held between you (Lieutenant Chris Candidate) and the investigator who is the
target of the citizen’s complaint. For the third scenario, you will draft a letter in response to the citizen’s
complaint for a senior officer’s signature.
For this exercise, both your verbal and non-verbal behaviors will be video-recorded and assessed. Therefore,
you are required to wear a white dress shirt and dark slacks for this particular component. Please note that
absolutely no badges or insignia are allowed as part of your attire.
Time Limit: Candidates will be allotted five (5) minutes to meet with the citizen, ten (10) minutes to prepare
for the meeting with the “subordinate”, ten (10) minutes to meet with the subordinate, and another forty (40)
minutes to review their notes and any additional documents, and to draft the letter to the complainant. If
candidates finish writing the letter before their time expires, they should remain seated, but raise their hands
to alert a proctor. The proctor will then provide further instruction.
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4.8 What do the IBE and PE measure?
The goal of the test exercises is to evaluate candidates’ abilities, including their ability to apply their
knowledge of department policies, procedures, best practices, and operations. This hopefully will produce an
eligible list that reflects candidates’ relative abilities and readiness to perform if appointed to an H-24 position.
Again, these knowledge areas and abilities were identified in the job analysis (see above section 3.1 Job
Analysis) as important and required to perform the job of an H-24 Lieutenant. In other words, they link
directly back to the job analysis information.
For example, the competencies that MAY be measured by the IBE are linked to the following KSA clusters:
 Knowledge of Codes and Laws
 Knowledge of Supervision and Management
 Knowledge of Investigation Techniques
 Determining Origin and Cause of Fire
 Analyzing Information
 Written Communication
 Resource Management
Similarly, the competencies that MAY be measured by the PE are linked to the following KSA clusters:
 Knowledge of Codes and Laws
 Knowledge of Supervision and Management
 Analyzing Information
 Oral Communication
 Performance Management
 Resource Management
 Interpersonal Relations
4.9 Suggested Reference List
Many candidates find it helpful to study internal source material prior to an assessment. This foundational
information can help increase one’s confidence in their performance and can contribute to one’s ability to
perform successfully in many of the promotional assessment components.
Candidates should, at a minimum, have a working knowledge of all Department Policies, Department Rules
and Regulations, Department Manuals, and local, state, and federal laws related to Fire Investigation. Some
references are cited below. Revisions, deletions, and additions to these documents by the Fire Department or
other authorities may have occurred after September 1, 2017. Candidates are not responsible for knowing
these very recent revisions for purposes of this assessment process. That is, candidates are only responsible
for content in these documents that existed prior to September 1, 2017.
Please note that the examination also may measure other job-related knowledge or abilities that would be
expected to have been gained on the job as an Investigator such as:




SFFD Injury and Illness Prevention Program Manual
SFFD Reference Book of Sample Reports
SFFD Rules and Regulations and Procedure Guide
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SFFD Training Bulletins
San Francisco Fire Code
California Building Code
National Fire Protection Association (NFPA) 921: Guide for Fire and Explosion Investigations
National Fire Protection Association (NFPA) 1033: Standard for Professional Qualifications for Fire
Investigator
Fire Investigation Operations Guide
Managing Employee Performance Manual and Procedures Guidebook
National Fire Incident Reporting System (NFIRS) Manual; The Basics: revised June 2006
NFIRS Version 5.0; Quick Reference Guide July 25, 2002
Bureau of Fire Investigation Procedure Guide

5. ADMINISTRATION OF THE H-24 LIEUTENANT TEST
5.1 Location and Sign-in
The IBE is tentatively scheduled to be administered on Tuesday, November 28, 2017. All H-24 candidates will
be scheduled at the same session and should receive their test notification/time via email approximately ten
days before the test is administered. The PE is tentatively scheduled to be administered on Thursday,
November 30, 2017. Both the IBE and PE will be held at:
City and County of San Francisco Test Center
1740 Cesar Chavez St.
San Francisco, CA 94124
At sign-in, your identity will be verified against your picture identification [either Driver License or Department
ID].
5.2 Applicants with Disabilities
Applicants with disabilities requiring a reasonable accommodation(s) for this examination process must
contact PST as soon as possible, but no later than November 4, 2017, by email to dhr-publicsafety@sfgov.org
or by phone at (415)551-8946 or, if hearing impaired (415)557-4810 (TDD).
5.3 Video Recorded
Your participation in each exercise will be video-recorded so that assessors can evaluate your performance at
a later date. A proctor will be present in the test room to address any technical difficulties involving the video
equipment, should they occur. Although a proctor will be present in the test room, you should direct your
presentation to the camera, not the proctor. Remember that for the IBE, the camera will not be pointed at
you. At all times, ensure that your responses are sufficiently clear that they will be recorded. In the event that
there is a technical problem during your test administration, testing staff will investigate and attempt to
resolve the matter as soon as possible. In some cases, the only reasonable remedy might be to re-record a
candidate’s performance immediately following discovery of the technical problem.
33

5.4 Prohibited Items
Certain items are prohibited during the assessment and any sequester period, including any and all electronic
communication devices (this includes cellular phones, tablets, iPods, smart watches, recording devices, etc.),
any large bags or portfolios (including backpacks and the like where paperwork or electronic devices could be
hidden) and paperwork of any kind (e.g., policy manuals, previously prepared notes, notepads, etc.). Please
note that if you are scheduled to be sequestered as part of your participation in the assessment (your
appointment notice will indicate this), you may bring written reading material that are not departmental
manuals (e.g., magazines, books) and snacks. These items will be collected from you when you register for the
test, and returned to you following your participation in the test.
You are prohibited from videotaping, audiotaping or taking pictures as these methods capture test content
and thus violate the integrity of the test. Please notify PST staff if you have any of these items as they can be
stored until you are discharged from the test center. You must turn off your devices. You may place smaller
devices in lockers. For larger devices, a note with your name will be attached via rubber band to the device.
These items will be placed on a ‘prohibited items” table that will likely be located outside of the main holding
room, and not in a secure area. For this reason, it is highly recommended that you leave such items in your
vehicle or at home.
The City and County of San Francisco will not be responsible for any lost or damaged devices. Anyone who is
caught with a prohibited item during testing or the sequestration period is subject to disqualification and
other penalties up to and including departmental disciplinary action and ineligibility for future promotional
opportunities. Having a device in one’s possession that is “turned off” does not exempt a candidate from such
consequences. You may not use any materials/devices during the test other than what is provided to you by
PST, including any external documents or notes.
A regular wristwatch is okay to wear, but you may not use any watch that has an audible alarm or tone which
could distract others. As indicated above, Apple Watches or other watches with photographic capabilities are
not allowed.
5.5 Test Etiquette and Confidentiality
You should, of course, maintain silence with other candidates during the actual test to avoid the appearance
of improper behavior. You should have nothing on your desk or table during the test except the materials you
need to take the test (e.g., a writing tool, notepaper). If you have to leave the test room for any reason, obtain
the proctor’s permission. Do not bring any food or drinks (water is the only exception) into the test room
unless you have received specific permission.
Since the content and nature of the assessment components are confidential, you will be required to sign a
confidentiality agreement prior to the test in order to participate in the test. There will be no exceptions. By
participating in the promotional process you must agree to keep the contents of the assessment confidential.
Also, you may not take any of your notes or exercise materials with you when you leave the test. You must
turn in all materials once you have completed your test. Failure to do so may result in disqualification.
You should not discuss the contents of the assessment with anyone after the test, including other candidates
(even those who have already participated) or individuals of a differing rank (whether they are participating or
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not). If any proctor, fire department employee or City employee observes you discussing the content of the
assessment with another candidate, you may be disqualified from the current and future promotional
opportunities.

6. PREPARATION MATERIAL
In addition to reviewing job areas important to the H-24 position and the reference material previously
mentioned (as well as references or books relating to supervision, etc.), it also may be helpful for you to
prepare by using one of the approaches discussed below.
6.1 Informal Study Group Method
Study groups are often helpful for this type of assessment because group members can brainstorm and create
various types of “mock” or hypothetical test scenarios or incidents (involving various types of problems or
challenges) that could be possible test material because they are highly relevant to the job in question. The
study group could also create questions related to these situations/incidents and share their ideas as to how
one should answer or respond to the situations/incidents. The benefit of group study is that it gives one an
opportunity to explore perspectives that one might otherwise not consider when addressing a test
question/situation. In other words, it often allows group members to compile the “best” available information
since it is coming from multiple sources and discussed by individuals with different perspectives.
Sometimes such a study group might divide responsibilities among group members. For example, they might
assign the creation of hypothetical test scenarios to particular group members who show an interest or skill in
this type of thing. The person could also outline general questions related to the scenarios. The same person
or other group members could be assigned to the task of researching and/or documenting appropriate
answers or responses to the hypothetical test scenarios/situations. These study group members, in turn,
could then submit their scenarios and questions to an administrative lead whose job would be to compile the
scenarios into a study guide.
The group then might meet to discuss the scenarios. This part of the process is critical. Individuals should
share, discuss, and debate their responses. This is a process where real “learning” often occurs, as group
members can gain the perspective of others in the group (e.g., regarding how they would address a given
scenario).
Taking notes during these discussions is highly recommended. Leave plenty of room when taking notes so
that you can fill in details or make comments later. The sooner you review your notes after meeting with your
study group, the better. If possible, you should review your notes several times a week, as well as days before
the test. This repeated review will help to ingrain in your mind the points that you have made in your notes so
that you can better recall them during the actual test.
6.2 Individual Study Method
Some candidates may be good test takers or believe they have greater mastery of testable subjects than other
candidates. Consequently, they may not want to engage in study groups because they believe that sharing
what they know would only help their “competition.” Other candidates may simply not have the time or
flexible schedule to meet with others for study test preparation purposes. Regardless of the reason, there is
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of course nothing wrong in deciding to study alone. In fact, many of the recommendations included in the
study group method also apply to individual preparation. For example, one could brainstorm scenarios,
outline responses related to the scenarios, research the appropriate responses to these scenarios, take notes,
etc., in order to prepare for the test.
If you choose to prepare on your own but still want to network in some limited capacity (e.g., with others who
might have prepared the same way as you did), that “hybrid” option also is a possibility. That is, you could
share your notes or final study guide with others in advance of the assessment administration and review their
material, in turn.
6.3 General Strategies
 Expectations of an SFFD H-24 Lieutenant. Familiarize yourself with the roles and responsibilities of an
SFFD H-24 Lieutenant. Review the job analysis section presented earlier in this guide. Talk with
current H-24 Lieutenants and ask them about their job and main responsibilities. This will help you
learn as much as you can about the position and what would be expected of someone working in this
supervisory position.
 Reference List. Review the suggested reference list as this may help you learn proper ways to respond
to various situations that may be presented in the test.
 Research “Hot Topics.” You can prepare yourself for the types of scenarios you may encounter in the
assessment process by researching important "hot topics" within the SFFD. Such topics may be the
basis for hypothetical problems or meetings that you may face in the examination.
 Brainstorm. Ask yourself questions such as: How will I handle problematic situations as a supervisor?;
How will I manage and lead my subordinates?; How will I communicate information to others?; and
What do I know about important issues related to the Department?
 Practice. Practice by creating hypothetical test scenarios/questions, either alone or with a group, and
preparing your responses and answers to those questions/situations.
Diligent preparation for this assessment will help you succeed; however, there are other considerations that
can affect your performance on the day of the assessment such as:
 Your Physical Well-being. If you can, do your best to eat right and get a good night’s rest before the
test. Avoid drugs, alcohol and sleeping medication the night before. In fact, physical exercise or
physical activity can help take your mind off the test the day before and help to relieve some stress.
Avoid conflicts or emotional upsets. In other words, you want to be in the best possible condition,
both physically and mentally, on the day of the test. Unfortunately, candidates in public safety
promotional processes across the country often must work the day before or even the day of a test.
Therefore, plan accordingly and think how you can best prepare yourself if you will be facing such
circumstances.
 Arrive Early. Make all necessary arrangements to ensure that you arrive early at the test site. It would
be wise to anticipate traffic delays in traveling to the site and to allocate extra travel time to ensure an
early arrival even with delays, especially due to the limited parking in the neighborhood of the test
center.
 Controlling Anxiety and Stress. Many candidates experience anxiety as a result of the stress and
pressure to perform well on the assessment. This is common and natural. Acknowledging your
anxious feelings may help you to relax and put yourself in a better mindset for taking the assessment.
36

As much as possible, try to have a positive attitude on the day of the test. Engage in positive self-talk
and relaxation breathing. Get rid of excess body tension by tensing and relaxing your muscles. If at all
possible, try to keep your mind clear, calm and uncluttered.
6.4 General Test Taking Strategies
There are several strategies and tips to keep in mind when taking the test that will ensure your test score is
accurate and reflects your level of knowledge about the job.
1. Listen carefully. The exam administrator will provide you with complete instructions for taking the exam.
Be sure that you pay close attention to all test instructions. It is extremely important that you completely
understand the directions before the exam begins.
2. Ask questions. If there are instructions that you do not understand or if something is not clear, please feel
free to ask for clarification before the exam begins.
3. Note start and end times. Just before the test administrator begins the test, make a note of the time the
test will actually begin and the time that the test will end.
4. Keep track of time. Budget your time and pace yourself. It is important that you keep track of your time
so that you are able to pace yourself throughout the exam. You do not want to run out of time and leave
parts of the test unaddressed. It is important that you allot a few minutes of time for one last review of
your work at the end of the exam. The test administrator will make several announcements regarding
remaining test time, but otherwise you are on your own.
5. Remain calm. It is important that you remain calm throughout this exam so that you are able to work most
effectively. You can’t allow yourself to become nervous or confused by a few difficult or challenging items.
6. Review all written material carefully. Scan all the material before you start. This may include the
instructions, the test stimulus material and test questions. Then, read everything carefully. Underline key
words and/or phrases. Be sure that you understand what you are being required to do.
7. Extra time. If you finish the exam before the time period is over, review your work and make any changes
that are necessary. Be sure that you have attempted to address every question and/or issue.
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